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CLIENTTRACK USER MANUAL

Objectives

Thank you for using ClientTrack as your Homeless Management Information System (HMIS). HMIS is an
electronic data collection system that stores longitudinal client-level information about persons who access
a variety of services for homeless prevention and/or rapid re-housing services. HMIS is a valuable resource
from the participating homeless assistance and homeless prevention programs in a Continuum of Care
(CoC). Aggregate data can be used to understand the size, characteristics and needs of the population at the
local, state and national levels. HMIS enables information about client needs, goals and service outcomes.

The content in this user manual will provide information on all of the basic features of ClientTrack and
detailed guidance on your day to day data entry, as well as helpful case management tools to optimize your
services and time. We believe you will find this web-based case management system easy to use and
essential in sharing your impact.

In this manual you will find the following information:

e Contacts
o Staff List and Contact Information
o HMIS Help Desk Information
e Review Security Policies and Procedures
o Implied Consent Policy
o Computer Storage
o User Name and Password
e Overview of ClientTrack Features
o User Dashboard
o Case Management Tools
o Client Record
o Household Members
e Entering Client Information and Managing Program Enrollments
o Intake Workflow
o Services
o Case Notes
o Update/Annual Assessment
o Exit Workflow
e Basic Reports
o Service Summary
o Annual Performance Review (APR)
o CAPER
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Contacts

STAFF

Jill Robertson
HMIS/ClientTrack Manager
Indiana Housing and Community Development Authority

jirobertson@ihcda.in.gov
317.234.7572

Jeff Ivory

Community Service Analyst

Indiana Housing and Community Development Authority
317.233.3889

HMIS HELP DESK

If you encounter any issues with ClientTrack at any time, please contact the help desk with the appropriate
email below. Please do not send any identifying information for clients when emailing the help desk. There
is a unique client ID number assigned to each client record in the system and you can find this number
beside the client name at the top of the client record. Please use the client ID number when emailing
the help desk if applicable.

HMIS Help Desk: HMISHelpDesk@ihcdaonline.com

CLIENTTRACK ACCESS

You can access HMIS with the following link:

HMIS BALANCE OF STATE CLIENTTRACK
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Security Policies & Procedures

Personal protected information (PPI) is considered any information that could lead to individual
identification. Agencies participating in HMIS should have procedures in place for the secure storage and
disposal of hardcopy and electronic data generated from ClientTrack or created for entry into ClientTrack.
PPI should be stored in locked drawers/file cabinets and hardcopy data should be shredded before
disposal. Electronic PPIincluding data contained on disks, CD’s, jump drives, computer hard drives and/or
other media should be reformatted before disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

The Notice of Privacy Practices including the purpose for data collection should be posted in a public area
and in an office where an intake professional meets with clients. The full privacy policy notice should be
posted on the web sites of agencies, as well as made available to clients who request it. The document is
called “Intake Posting” and “Agency Websites” and can be downloaded from the IHCDA website at

http://www.in.gov/myihcda/2444.htm.

A signed client consent form is no longer required. A client who presents to your agency for services and
provides information is giving implied consent to enter and share certain data in ClientTrack. No person is
to be refused services regardless of their participation in ClientTrack.

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in
publicly accessible areas should be staffed at all times and not viewable by other individuals. All computers
should be password protected and the password you use to log onto your computer should NOT be the
same password as your ClientTrack password, but rather a password to prevent access to the computer
itself.

ClientTrack usernames and passwords should NOT be shared with other users. Users should not
keep username/password information in a public location (i.e., sticky notes on monitors or filed under
HMIS or Password in a Rolodex). ClientTrack security policies require the use of strict passwords.
Passwords must have:

eAt least one number

eBetween 8 and 12 characters

oAt least one non-letter, non-numeric character
e At least one capital letter

New passwords will be required upon first login. Accounts are automatically deactivated after 30 days
of inactivity for security purposes. If you need assistance with your username and password contact the

Help Desk by emailing HMISHelpDesk@ihcdaonline.com and someone will assist you.
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LOGGING INTO THE SYSTEM

ClientTrack is a web-based application and you will need to use an internet browser to access it.
ClientTrack works with Microsoft Internet Explorer, Google Chrome, Mobile Safari and Mozilla’s Firefox.

Open your web browser and go to https://ihcdaonline.com/IndianaUW/. Enter your assigned User Name
and Password and click “Sign In.” Remember, sharing your user name and password is not permitted.
Passwords are case sensitive and pop-up blockers must be turned off to access the application. You
may need to change your settings to allow for pop-ups from this site.

What's New

L)
( Webinar: Domestic Violence 11/13/14
) ClientTrack"
Vercion 13.1 Rev 6 Jeanne-Marie Hagan, Program Compliance Director for Women Against Abuse
discusses how they leverage data to improve the effectiveness of the services
Sl'gn In to ClientTrack provided for the individuals in their community. Women Against Abuse has used
ClientTrack Domestic Violence software for over a year and understands first hand
the importance of performance management software in [..] The post Webinar:
Domestic Violence 11/13/14 appeared first on ClientTrack Software | Secial Service
Case Management Software.

Usar Name |a.gale

Password |uuoon

= Signin 10/6/2014

SALT LAKE CITY, Utah, Sept. 30, 2014 /PRMewswire-iReach/ — ClientTrack, Inc.

Your organization may participate in one of two or both workgroups called “2014 IHCDA HMIS: HMIS
Programs” or “2014 IHCDA HMIS: Street Outreach.” Be sure to select the appropriate workgroup when
logging in as it makes a difference for which programs you can manage. Also make sure your organization
and location is selected appropriately. Click on “Use These Settings” to continue. You will be required to
“Accept” the Terms of Agreement when you log into the system for the first time.

What's New

Webinar: Domestic Violence 11/13/14

‘ Clie ntTraCk"“ 11/14/2014

Version 13,1 Rev 6 Jeanne-Marie Hagan, Program Compliance Director for Women Against Abuse
discusses how they leverage data to improve the effectiveness of the services

Workgroup provided for the individuals in their community. Women Against Abuse has used
ClientTrack Domestic Violence software for over a year and understands first hand
© 2014 IHCDA HMIS: HMIS Programs the importance of performance management software in [..] The post Webinar:
Child and Family Services* 2 Domestic Violence 11/13/14 appeared first on ClientTrack Software | Social Service
HMIS: Street Outreach® v} Case Management Software.
WimP A & i
10/6/2014
Organization SALT LAKE CITY, Utah, Sept. 30, 2014 /PRMewswire-iReach/ — ClientTrack, Inc.

© My Fake Organization Releases 2014 HMIS Data Standards Service Pack SALT LAKE CITY, Utah, September

My Sample Organization ) 29, 2014: ClientTrack, Inc., a leader in data management software, announces the
i release of the 2014 Homeless Management Information System (HMIS) Data
New Creation Men's Center v Standards Service Pack ahead of the October 1, 2014 deadline established by the
Maw Hana Eamihs Shaltar Department of [..] The post appeared first on ClientTrack Software | Social Service
Location Case Management Software,
© My Fake Organization ClientTrack Webinar: Maobile Integration 9/30/2014

A\ b 9/26/2014
] ClientTrack Mobile Integration allows you to access ClientTrack and

input case notes, expedite check in processes or analyze mission critical data

) 4 wheraver you are. This webinar will show real world examples of how our

3 Use these settings P cu_rrent customer_s use CIier_1tTrack in t_he field from any mobile d_evice [] _The post

ClientTrack Webinar: Mobile Integration 9/30/2014 appeared first on ClientTrack
Software | Social Service Case Management Software.

Open ClientTrack using these settings.
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Overview of ClientTrack Features

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” tab and notified of any important “HMIS
News” items [HCDA wants to communicate (i.e. upcoming trainings, changes etc.) - this is the first screen
you come to after logging in. All three tabs on this screen, “Home,” “Clients” and “Providers,” outlined with
the red box below, provide you access to different sections of ClientTrack.

If you have access to more than one workgroup, you can use the “Settings” link in the upper right-hand
corner of the screen to toggle between the workgroups without logging out. The “Sign Out” link is in this
same location as well. Please be sure to “Sign Out” any time you need to leave the database to ensure
security of client data.

Search 3l clients in the system. To add a new client click Add New. Action gear options. ), and Delete, which will also delete all of the dlient's transactions.
P T ‘This form is designed to be used by anly. 1f you are not an Admis youwil in this form.
L et oz
¥l Clrut s @Add New | | @ Import Clients
) Gen rvotments w ozt
Recer At Client 1D:
24 Recen Cae Notes Last Name:
%] MotctionsReoort First Name:
;ww-mm Birth Date: = ]
';""” 27 ssee [HH ]
v Confouation
bk Created Date: L
& vy rtormation
B wytan Created by:
i o [ ]
) Paused Coeratins =3

) https://ihcdaonline.com/2013.1/
1 On the “Home” tab there is also a list of Menu Items that give you easy access to

.( . . « - 2
)1C||entTraCk' your current case assignments, case notes and more under “My ClientTrack.” You
— can also change your password with the “Change My Password” link by clicking
User Dashboard
g on “My User Configuration” in the list of Menu Items. All of these tools are
MY CLIENTTRACK «
W Recert designed to maximize your time and grant you easy access to your client records.
ﬁ Time Tracking
[ Active Cases You will also find the “Reports” section on the “Home” tab. To run a variety of
7[5 current Enroliments reports, which will be detailed later in this manual, click on “Reports” found below
S Rt Aot “My ClientTrack” in the bottom left-hand corner of the
o il screen to access reports.
Notifications Report

é Quick Services - Multiple Clients
| Indirect Services
¥ a Wy User Configuration
My Information
—

QmmeMyPasgwurd

(%) Paused Operations
Reports
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CASE MANAGEMENT TOOLS

On the “Clients” tab you will find the most recent client record you were on as well
as a list of Case Management Tools on the left-hand side of the client record. The
following information outlines features and tools found on the client record:

Find Client - To search for a client in the system by first and last name, date
of birth, social security number, client ID number, etc.

Intake - To enroll a client in your project.

Case Management Tools: (Frequently Used)

o Client Dashboard - The overview of the client record as seen on
the next page.

o Edit Client - To edit basic client information like address, date of
birth, social security number, disabling condition, veteran status,
etc. There are more helpful tools under “Edit Client” that are
available for you to use depending on your agency’s needs and
requirements.

Family Members - To manage household members.
Assessments - To review assessments and please note that all
required assessments for your project are captured in the Intake
Workflow. This is where you can access the Self-Sufficiency
Matrix.

o Enrollments - To view the list of current and past enrollments the
client has participated in.

o Services - To add, edit and view the list of services the client has
accessed.

o Case Notes - To create, edit and view case notes.

o Paused Workflows - To resume a workflow you previously paused.

Basic Client Information and Client ID Number - Located at the top of the
client record and includes the client’s name, gender, date of birth, etc. The
client ID number is located beside the client name at the very top of the
client record (Client ID Number is required when communicating
electronically about a client record, i.e., requesting assistance from the help
desk).

Project Enrollments - To view the list of current and past enrollments the
client has accessed.

Case Manager Assignments - To manage case manager assignments for
specific enrollments.

Services - To add, edit or remove services associated with your project
enrollment.

H );(CIientTrack' .

(P search Menu )
(i Find Client
K Intake

CASE MAMNAGEMENT «®
€ Client Dashboard
v ﬂ Edit Client
(= ciient proto
[} ciient Files
(2] Igentity Station
Document Check
a Information Release
|£3] Interested Others
ﬁ Case Managers
W notifications
Sl Atias History
Sl Address History
Demographics Report
v &L Family Members
&L Family History
¥ 5 Assessments
Barriers
5 Domestic Violence
W Education - Adult
W Education - Child
¥ Employment
"+ Financial
| Self Sufficiency Matrix
Universal Data
4" Medical Assistance
T veteran Assessments
&8 Work History/Employment
Enrolimernts
¥ 5 seni
€ Quick
Stand
|| Case

& Paused

G cose anagement |
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CLIENT RECORD

The client record is broken up into sections with case management tools to help you easily find client

information and manage program enrollments, services, case notes, and more.

1. At the very top of the client record, you will see the client’s basic information and demographics as

shown below. You can find the client ID number, which is automatically assigned to the record when

created, beside the client’s name at the top of the record.

Welcome Autumn Gale (Training)
p—

| Wit
Py T
\JF i} Jack Beanstalk i Dste: 17771550
- ClentD: 845507

- 1. Basic Client Information and Demographics

Name:

Gender:

Ethnicity:

Boanstalk, Jack

Male

Non-Hispanic/Latino

Birth Date: 471959
Disabling

Condition: yag

Settings | Help | Sign Out );,Vw

Enroliment

4 Previous

Case
Members

2

Last Assessment

Bxit Date Completed

Enroll Date Organization

09/01/2014 12/03/2014 My Fake Organization 12/03/2014

| 2. Enrollment Information | /

Enroll ID Exit ID

1595483 1595489

Begin Date
09/01/2014

Enroliment

My Fake Organization (ESGS - R10)

Status End Date

Inactive 12/03/2014

3. Case Assignments

12/02/2014

Service

ESG - Rental Assistance

$ Total Organization

1.00

$550.00 My Fake Organization

4. Services

2. In the center of the client record, you will see all of the client’s past and present program enrollments

as seen below.

Enrollment
Description

O
©

My Fake Organization (ESGS - R10) I

Case
Members

1

Last Assessment
Completed

Enroll Date Exit Date Organization

02/02/2015 02/13/2015 My Fake Organization 02/13/2015

Enroll ID. Exit ID

| J4 Re Enter the Enroliment
% Add Family Member
[ View Case Members

ager

ale

Begin Date
02/02/2015

Status End Date Enroliment

Inactive 02/13/2015 My Fake Organization (ESGS - R10)

% Review Entry
£ Review Exit Assessments

b Update/Annual Assessment Set

Units § Total Organization

| Exit the Enrollment

There is a blue play button or action wheel you can click on to easily manage your program enrollment.

When you click on the blue play button, a drop down list will appear where you can:

¢ Re-enter the Enrollment - Use this feature to re-enroll a client who was prematurely

discharged or his/her enrollment status changed to continue services.

¢ Add Family Member - Use this feature if a new household needs to be enrolled after an

enrollment has already been established, i.e., a new baby is born and needs to be enrolled with

Mom. Make sure you're on the head of household’s client record when adding a family member

to the enrollment.
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* View Case Members - View all case members associated with the specific project enrollment.

¢ Review Entry/Exit Assessments - You can review the assessments completed at entry and
exit with this feature. This is helpful in completing missing data that was not captured at those
points in time.

¢ Conduct an Update/Annual Assessment - Use the Update/Annual Assessment to conduct
annual assessments or capture changes to a client’s status since enrollment.

« Exit the Enrollment - To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need to
only exit one household member, go to the specific household member’s client record and
conduct the exit workflow without exiting the household.

3. Case Manager Assignments are located below the enrollments section of the client record. You can
manage case assignments here by clicking on the “Jack’s Case Manager Assignments” as outlined on
page 7 or clicking on the little notepad beside the case manager’s name. Clicking on the recycle bin beside

a case manager’s name will delete the case manager from the client record.

By clicking on the case manager assignments link, you will be taken to a screen where you can edit the

status of a case manager for a specific program enrollment or add new case managers to the client record.

it /ihcdaonline.com/ 2013 1/hlainfage asgu inknes alse =

G e e —

The istory of assigned displays below. To view or adit a case manager assignment, click the Edit next to the record. To add a new case manager assignment, click the Add New. To print a list of the client's history of assigned case managers, click Case Managers
Report.

| @ add vew | | B case Managers Report

— ——— e status « End Date » Envoliment ~
LY autumn Gale Josrorsaona setive My Fake Organization (ESGS - R1D)

4. Services associated with a specific program enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Services” in the list of case management tools on the
left-hand side of the client record or by clicking “Jack’s Services” above the list of services on the client

record. Documenting services is discussed in detail on pages 24 and 25 of this manual.
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HOUSEHOLD MEMBERS

N | Welcome Autumn Gale (Training}
)/ - :
iClientTrack Home Clients | Providers
(P search tteru ) A\ & Gale, Dorothy - 1980
Find Client P 3
G i e {6 Quick Add Family Memne;
O intake
CASE MANAGEMENT « Gale, Dorothy Age 34 self
@) Qient Dashboara @) Cose Notes
v @ eaecient Gale, Toto  Age 13 Son
(2} lient Photo. ©
Case Note:
() et Files e

2} icentity Station
Document Chieck
& Information Release

Name:

Gender:

Ethnicity:

Gale, Dorothy

Female

Non-Hispanic/Latino

You can view household members and
their client records by clicking on the
multi-colored family icon at the top of
the client record beside the client name.
A drop down list will appear with all of
the current household members. You can
click on the names of the household

23] Interested Otners
[ Case Managers

s Enrollments

¥ otifcations Enroliment

5l A History Description

8 Aadress Hitory 4 Current

e e Q My Fake Organization (ESGS - R10)

20 4 Pravioy

Case
Members

2

members in the drop down list to go

Enrol|

directly to his/her client record. You can
also use the “Quick Add Family

11701,

Member” link in this drop down to add new household members. Please note that you will be able to

add household members during an Intake workflow as well. You may also add a family member to an

existing enrollment with the “Add Family Member” feature (described on page 7) listed when you click on

the blue play button beside your program enrollment. This will prompt you through the new household

member’s information as well as the intake workflow to include the new household member in the

enrollment. Be sure to change the date to reflect the actual date of enrollment.

NOTIFICATIONS

ClientTrack features a “Notifications” tool on the client record that allows you to set up notifications

specific to the client, like reoccurring appointments, required documentation, client deadlines, etc. The

Notifications tool is located beside the multi-colored family icon at the top of the client record. To add a

new notification, click on the triangle with the exclamation point (!) inside of it. A drop down list will

appear and then select “Add New” to add a new notification. A new window will open where you can set

up the new notification.

_ Welcome Autumn Gale (Training)

);(CI jentTrack

Home _Clients
( Y Py SSNE 000-11-1111
Poeorcntiens ) 1\ v {f]) Dorothy Gale St o= /1%
EjFrndarem P .
Motifications Upcoming
O Intake

Ne appointments

T AT L S
@) Client Dashboard E
» & et Cient
»-&i Family Members
> (5 Assessments
IS Enroliments
» ) Services

s Case Notes

T5|Open Calendar

1O Paused Workfiows

Dorothy’s Enrollments

Enroliment

Description
» Current
Q My Fake Organization (ESGS - R10)
4 Previous
(%} My Fake Organization - (CoC-R10)
o My Fake Organization SSO (PATH-R10)

Case Manager

Begin Date

. Alert

[B Notification / Alert
Enter the appropriate information below for the notification / alert.
Please Note: The Priority option will determine how the notification icon is displayed when the ~
client is accessed.
High (Red)
Normal (Yellow)
Low (Green)

Message:= |Need Application by 11722/14

Notification Type:= O Violence
O No Contact
@® Information

priority:

Alert Setup - Use the fields below to determine when to show the notification. If you check Show
Reminder, the alert will open 2 popup window the specified length of time before the schedule

begins.
Alert(s) ]
Time{11/22/2014 [5][09:00 ] t0[09:30 | Duration{30 minutes | ]

v
Show Reminder: &1

LESVER ¢ Cancel

After setting up the notification, you will notice that the triangle changes color, and if you click on the

notification icon you will see your notification populate in the drop down.
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Entering Client Information and Managing Program
Enrollments

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to
see if there is an existing client record in the system. To search for a client, click on “Find Client” in the
upper left-hand corner of the screen as outlined in red below.

CASE «use i 10 find your chent, To narrow the search, fillin more than one citeria. Seclal Security Number and Birth Date are the best fields to nariow your search.
B Clent Dasntonrs
& B Cent
B Famiy Members First Name:  [dor ]
3 Assessmerts Lost Mame: (gl x
S tvotments WMiddle Name
& tervions Full Name (Last, First) |
o Cone ot Social Security Number HH ]
O Prused Worliows
girth Date
Chent 1D @
[+ ceoch

It is imperative you do not enter a duplicate client record into the system in order to ensure the
accuracy and overall quality of the data. To speed the search process and reduce the chance for input
error, input as few characters as possible in the criteria fields. You may search for a client by entering the
following:

e Letters of the client first/last name (use as few letters as possible of the first and last name to
conduct a thorough search)

e Social Security Number

e Birth Date

e (lient ID Number

It is important to try different options for your search. Again, it is best to ONLY enter the first few letters
of the first/last name and not rely solely on a social security number or birth date, as those
elements have a higher rate of missing or inaccurate data. Another option for searching is to search
different spellings of the client’s name and remember to search for nicknames such as “Joe” in addition to
“Joseph” or “Jen” in addition to “Jennifer.”

If the client is already in the system, highlight the client name in the search results and click on the Client
Name to select that record. The selected client’s information will be displayed at the top of the screen and
all information entered from this point forward while on the Clients Tab will be associated with the
currently selected client.
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IHCDA works to eliminate duplicate clients in ClientTrack. Please contact the HMIS Help Desk at
HMISHelpdesk@ihcdaonline.com with clients who have multiple records in the system. When sending a
notification of duplicates or any information regarding clients to the Help Desk, please ONLY send Client ID
numbers. Client ID numbers are found to the right of the client name on the client dashboard.

| Weicoma Atumn e (Traning) out

JiClientTrack Home  Clients | Providers |

(2 sear e £ u % L 000111111
= 0w vorony e B [0 iy
O s 0
CASE MANAGEMENT | Usa the section crteria below to find your dlent, To narrow the search, il in more than one criteria, Sacial Security Number and Birth Date are the bast fields to narrow your search.
L » & e J
ik a— First Name: [0
- L Last Name: |gal
A Erveiiments Middle Name
* S senders Full Name (Last, First):
e Social Security Number: | 1| |
O Prusedt Wordiows C__ =
Birth Date: -
Chent I0: .
£ search
1 record found.
First Name = Last Name & Middie Name ~ SN - Birth Date
Jcale 00CXC1T o1/01/1980

If the client’s basic information has changed, you should click on the “Edit Client” case management tool
found on the left-hand side of the screen outlined in red above to make any necessary changes to the client
demographic information (i.e., birth date, ethnicity, name change, etc). **Please note that the “Save”
button will save the changes you made to the screen and leave you on the same page. The “Save &
Close” button will save the changes you have made to the screen and move you to the next one.

ADDING A NEW CLIENT WITH PROGRAM ENROLLMENT

ClientTrack utilizes a specific workflow to step you through the process of completing all required
assessments at entry and discharge. The workflow is easy to use and it automatically prompts you for the
necessary information.

After conducting a search for the client in the system to ensure an existing client record does not already
exist, you can add a new client record by selecting “Intake” in the upper left-hand corner of the screen
found under “Find Client.” Then choose “Add New Client” when prompted as seen below.

—
Wicome Autum Gae Tracig) S v

JiClientTrack Home  Clients | Providers

5 i\ v i) Dorothy @ale ithoue i ]
P Chant: 343457

0 Add or Edit

Do ysu want 1o add a new client or use the selected clignt?

1 [ Add a new client

[ use the current client

Q) Select another dient

CASE MANAGEMENT
B Crert Dasnoosra
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Seasch Existing Clients. Basic Cliedt Information
Search Existing Clients @
The first step in adding & new client ks 10 search existing chent records for possible matches 1o avoid duhcats entry. Enter panial identiying information on the client, and then click Next to search from exsting chent records

o Ithe system finds no potential matches, you will ba taken directly to Step 2
+ I tha system finds polential malches, the search results will display below. 1 an accurate match appaars, seloct and open that existing dient recard by chcking on that row

‘CASE MANAGEMENT « v IWihere are no accurale maiches, click Next agaln to continue to Siep 2 in adding a new client record

e B —

8, Farminy Members LastHame:  [Beanstalk

) Social Security Number: [123-45]{6789]
L winh pare: 010118009

= 9 services

Enter your client’s first and last name and click “Next.” If a duplicate client already exists and was not
identified during the client lookup, a warning in red letters will be displayed. It is very important to review
the displayed list. If the client is already in the system, click the client’s name to select the existing client
record. If the client you are entering is a new client, do not select a client in the displayed list, click “Next”
to proceed with the intake process.

Add the client’s basic information including date of birth, social security number, demographics, disabling
condition, Veteran status and address. Click “Finish” when the client’s basic information is complete.
Please note that all of the data elements are self-declared by the client and not attributed by the
case manager or data entry personnel. Please do not make up information or answer for the client.

Search Existing Clients. Basic Client Information
Basic Client Information @ 1
Complete the client's identifying information. Name and social security number have associated data quality fields. Data quality are used to indic full t collected. ecurity data quality allow users to indicate when a
chient doesn't know or refuses to provide information. If the required data is collected then ChentTrack automatically records that full data quality was met.
(CASE MANAGEMENT «
B Clert ashizcard First Name:= | Jack
> & Ean cient Last Name:* |Beanstalk
88, Fariy Members Middle Name:
o 8 psseserts Suffoc ]
S ek Name Quality: [Fullnamereported %
> (5 Senvices social Security Number:  |1231 L3
o e Basic Client Demographics
O Pauserd Workdiows o8

Birth Date: (011011900 T %
ClientAge: 34
Date of Birth Quality: = ® Full DOB Reported
© Approximate or Partial DOB Reported
() Client doesn't know
© Client refused
© Datanot collected
Ethnicity:* [Non-HispaniciLatino /|
Race:s | Amenican Indian or Alssks Native .
A
Black or African American |
Hative Hawaisn o Other Pacific ander

[y——

Gender~ [Male e
Disabling Condition:* (Mo v|®
‘Veteran Status:~ |Yes v|e

Contact Infarmation

Address:

Address 2:

City, State, Zip Cade: |Gty Zip Code

W Previous
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Definitions of Basic Client Information Requirements

e First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable
elements. Add this information to the alias field.)

e Last Name - Legal last name

e Social Security Number (SSN) - If the client doesn’t know or refuses to provide their SSN, DO
NOT under any circumstance, enter a fake social security number such as 123-45-6789 or 999-99-
9999. Select the data quality option that best reflects the client’s response.

e Birth Date - Month, day and year the client was born. Again, do not make up a birth date. Choose
the appropriate data quality option that best reflects the client’s response.

e Ethnicity - Hispanic/Latino origin includes individuals of Cuban, Mexican, Puerto Rican, South or
Central American origin.

e Race - A person can identify with multiple races and this is a multi-select box that allows for
multiple races to be checked at once.

e Gender - Select gender with which the client identifies.

o Disabling Condition - Select the appropriate response as reported by the client.

e Veteran Status - Select the appropriate response as reported by the client. If you select “Yes” for
Veteran Status here, you will be prompted in the workflow to complete the Veterans Assessment.

e Family - Do NOT enter anything in the “Family” field. ClientTrack will create a household/family
account.

o Relationship to Head of Household - When entering the first client in the household, the system
will default to “Self.” It is imperative this information is entered correctly for ALL household
members. Otherwise, your reports will not accurately reflect the clients and household make-up.

e Address - Add the address where the client currently resides (emergency shelter, etc.). If the
client enters emergency shelter, you should use their previous address.

Adding Household Members

Next you will add any additional household members to include for the program enrollment or services. To
add household members, click on the empty box and complete the row of information (name, birth date,
etc.) for the new household member. You can tab through the fields to complete the required information,
and you can add any number of household members at this time by repeating these steps.

» Welcome Autumn Gale (Training)
)ACIlentTrack Home  Clients

X f\ o e
A s meamae B - [

Intake
o basic Clntinfomation
i Faty s Y & Il romily Members

The selected client's family members are displayed below. You may search for existing clients to add to this family or add new clients to the database and associate them with this family.

It's important to note that family members are the people who the client i related to. Family isn't always the same as a client's household, According to HUD “[a] household is a single individual or a group of persons who apply together to a continuum project for as
together in one dwelling unit (o, for persons who are not haused, who would live together in one dwelling unit if they were housed.” (Data Manual

This warkflow will allow you to enroll all family members or select which family members you want to enrall.

CASE MANAGEMENT

@ Ciert Dushisoard
> & et crent
i Farnily Members

1 record found.

First Middle Last " Other Gender, . - Birth Date "
B Name » Name +  Name a e s please specify a Birth Date" & 1A%€ | qaify- o i ARl

[SET—— ¥ sack Beanstalk [Full name reported | [Male v 01/01/1980 [ 34 _[Full DOB Reported | 123 456789
5 Ewvments Pl Goldie [ Jcocks T M[F i name reported v][=sELEcT - v TN Cilent dowsnt know I T T I[Clentdosenth
[m] | \)‘ SELECT v“,, SELECT V\‘ | [T /A [ SELECT ~ M- - |- SELECT -

| @ Add Lines \\_11
<
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The system will automatically conduct a search for the new household member after you enter the first and
last name. If the new household member is already in the system, click on the appropriate name in the
search list that appears in the new window to attach the existing client record to the household. If the
household member is a new client, click on “Cancel” in the search window and proceed entering the new
household’s information in the required data fields. Click “Save & Close” when finished adding household
members.

Program Enrollment

Use the section crteria below o find your chent. 70 natrow the seacch, § in more than one crteria. Social Security Number and Birth Programs Vary in their data

[ Date are the best fieids to narTow your search.

requirements and ClientTrack will

First Name:
Last Name:

prompt you through the workflow to
collect all of the required HUD data
elements for your specific progra,.

Full Name (Last, First:

Please note that all fields with an

asterisk * are required data fields and
you will not be able to proceed in the
workflow until all of the required
information is completed.

Select your “Program” with the drop down box and then select which household members to enroll by
clicking on the box beside the client name. If a check mark appears by a client name on the program
enrollment screen (as seen above), the client will be enrolled in your program. You can de-select a client by
clicking on the check mark beside his/her name to remove the check mark and ensure the client is not

enrolled.
JiClientTrack Home  Cllents | Providers
ntake UK 9] dnck Beanstate £ e [T

e
|

& [ HUD Program Envoliment

Select gram you are enroling the client into. Client Track willdisplay a list of clients in the client's family. Please select all the client you are enrolling.

Program:+ |y Fake Organization (ESGS - R10) Ve

Coseanager. Asharn ol | @

Household - Excerpt from the HMIS Data Standords Manuol “A household is a single individual or a group of persans who apply together to a continuum project for assistance and wha live together in one dwelling unit {or, for persons who are nat housed, wha would live together in one
dwelling unit if they were housed).”
e

CASE MANAGEMENT «
B Clert Dashioarg

Name « ‘Gender & Age Ensoliment Date « Relationship to Head of Household"
» @ o ient EL .
[~ ya— o wmoome e b I
[ Tr— 2
2 Ervoimants.
» L Sarvices

o Cose ot
O Poused Worsfows
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Remember to change the Enrollment Date if you are back dating the information. To ensure
accurate data quality, enter all client data in a timely manner.

If you do not find your program option when enrolling a client, cancel the workflow by clicking the
black “X” in the workflow screen found in the upper left-hand corner and please notify IHCDA immediately at

HMISHelpDesk@ihcdaonline.com. Program information must be set up in the system before you can begin to
enroll clients.

HMIS Universal Data Assessment

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

[ Assoss Al
Defaul Chont's Last ment &
Assessment Date:* [09/01/2014 [
Age at Assessment: 34
Assessment Type:* [Entry v|
Assessor* [Autumn Gale
i program:* My Fake Organization (ESGS - R10) v
© Giert Durrourd
» & ton crent In Permanent Housing:* [NO v]
i Catogory 1 - Homeles v
» 844 Farmiy Mermben Housing Status: ~ [Category 1- Homoless |
» L hssessmerts Client Location - Select or enter the CoC code assigned to the geographic area where the head of household i staying at the time of project entry, Client location will be defaulted to the program's CoC within a workflow.
= tvoiments .
» 3 servkes Filter Client Location (CoC) by State:  [indiana v|
Client Location:* [Indiana Balance of State v!
I Cace Notes ]
O poused woriows | Prior Residence - Identify the type of residence and length of stay at that residence just prior to (Le. the night before) program admission.

Residence Prior to Program Entry:* [Place not meant for habltation (6 g . @ vehicle, an abandoned bullding, busirain/subway station/aisport or anywhere outside) V| %
Length Of stay:+ [More than one week, but fess than one month V|

Length of Time on Street, in an Emergency Shelter, or Safe Haven - Data in this section are used, along with disabling condition. to determine whether or not a client is chronically homeless, Hover over the help icon to see instructions from the HMIS Data Manual for each of these
fields.

Continuously Homeless for at Least One Year:* [No Ve

Number of Times the Client has been Homeless n the Past Three Years:* [T (homeloss only this time) v
Total number of months continuously homeless immediately prior to project entry:* [0 4
Homeless Status Documented:* [No Ve

Health Insurance - Please indicate whether or not the client is covered by health insurance. If 50, you will be able to record health insurance sources for the client.
Weatth insurance:+ (Y8 )

Note on Existing Sources - If a client had an insurance source but no longer has it Please enter an end date and update the status appropriately.

Type® a 15 Primary &

End Date &

[~ SELECT -

— SELECT - V]
Yes

Definitions of Universal Data Requirements

* Assessment Date - Date the assessment was completed with the client (field will auto-fill with today’s
date).

¢ In Permanent Housing - Select “Yes” or “No” if the client is in permanent housing. This question is
only asked for ESG clients.

* Housing Status - Choose the appropriate category for the housing status of the household. More
extensive definitions can be found by clicking on the blue information circle located in the upper right-
hand of the screen beside the printer icon. There is a red box above to assist you in finding this icon.

¢ Residence Prior to Program Entry - Identify where the client was staying on the night before the
client is enrolled in your program.

+ Length of Stay - Identify the length of stay for the residence prior to program entry.
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¢ Chronic Homeless Assessment - An unaccompanied homeless individual with a disabling condition
who has either been continuously homeless for a year or more OR has had at least four (4) episodes of
homelessness in the past three (3) years. To be considered chronically homeless, persons must have
been sleeping in a place not meant for human habitation (e.g, living on the streets) and/or in
emergency shelter during that time.

e Health Insurance Assessment - Complete the required information pertaining to the client’s
insurance status.

Veteran Assessment

The Veteran Assessment will only be included in the workflow if you select “Yes” for the “Veteran Status” on
the basic information screen of the client (as seen on page 12). If the Veteran Status is “No,” then the
Veteran Assessment will not be collected in your program enrollment. Please be sure to review the Veteran
Status with the client and select the appropriate response on the “Basic Client Information” screen of the
intake workflow or “Edit Client” screen on the client record.

o e
JiClientTrack Home  Clients | Providers i
W X 708
hl‘-::* UK 4 i) Jack Beanstalk ﬁn;-mn |
G"l‘vm-\'\\‘ A% 80

The Veteran assessment is used to collect details about the veteran's service.

Assessment Active
[ Dofaun Last Assanament |
Assessment Date:* (0910172014 T]
© et Dusrooarg Branch and ge . the branch and ge The HMIS Data Manual provides the following instructions for veterans serving in more than one branch™ For veterans who served in more than one branch of the military, select the branch in which
B the veteran spent the most time. In the event that a client's discharge status is upgraded during entoliment, the record should be edited to reflect the change. *
» &0 rorty Mambers
» (29 Assessmerts Branch of the Military:* [Amy v
o s Discharge Status: [Honorable V]
> P tervices
] ko Military Service Dates - In the interest of data quality ClientTrack provides date fiekds and encourages users 1o enter exact dates if possible. If not, use the first of the year or anather standard date determined by your organization, For HMIS purposes, Clientrack will always calculate years
of military service only using year.

Service Entry Date:* (1170122011 (75 Service Exit Date: IR ~¥)
Status® &
No

No
No

On the Veteran Assessment, you will be required to select all “Theatre(s) of Operation(s)” to move
forward in the workflow. To indicate which operation your client served in, change the “Status” of the
specific operation to “Yes” with the drop down in that row. You can select more than one operation of
service by changing the status to “Yes” for each one. To complete the Veteran Assessment, click “Save.”
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HMIS Barriers Assessment

EN
BX A ) Jack Beanstalk £t pate 17771550

CientiD: 343507
& [Wserriers

Assessment Active

Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to review previous barriers.

@ Clent Dashboard

Screen;= [HMIS Barriers V|

Condition

> b ot rient
& Farmily Members
» & nssessments O e Help Barrier Receiving Services / Condition is
o Present? a Treatment & Indefinite &
[ Enroliments
3 Senvices Alr,aho\ Abuse | Yes M3 vl ves
Case Notes
) O Develog @ [SElECT- v
O Paused Workdons Disability
O Drug Abuse @ [~ SELECT- v
[m] HIV/AIDS. @ [~ SELECT— ~
O Mental Health @ [~ SELECT v
(] Physical Disability @ [~ SELECT — v
O Chronic Health —SEECT = <

Default Last Assessment

To select a barrier,
click on the drop
down box for
“Barrier Present”
and change the status
to “Yes.” The system
defaults “No” for all
barriers. Complete
any required fields
that appear after
selecting that specific
barrier. Please note

1

that the date
identified is the

program enrollment

date - the date the client presents to you and qualifies for enrollment. It is important to keep in mind that

clients must have at least one barrier to be eligible for some programs (such as Shelter + Care). If no

barriers are present at enrollment, click “Save & Close” without changing any barriers.

Domestic Violence Assessment

Complete the required
information for the
Domestic Violence
Assessment. Please note that
if domestic violence is
reported and you select
“Yes” for “Domestic
Violence Experience,” you
will be prompted for more

If the chent has been a victim of domestic violence, select Yes for Domestic

Domestic Violence Experience :*

When Experience Occurred:* |

Assessment Date:

090172014 5
® ves
O No

) Client doesn't know

[Within the past three monihs

information. If the client

reports no domestic violence, then click “Save” to continue through the workflow.

Financial Assessment

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the
provided drop down lists. If the status for either of these financial sources is “Yes,” you will be prompted to
provide more information on the “Type” (definitions on next page) of income/benefit and the amount
(enter monthly amount) with the list that appears below the status after selecting “Yes.” Please note that
Non-Cash Benefits will appear below Income and you will need to scroll down to input that information.
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Also input any income a child may receive (i.e., SSDI) on the head of household’s income/benefits

information. You will not complete a Financial Assessment for children in the household.

| Indicate below the chient's sources of monthly income, non-cash benefits and expenses. ~
The following instructions are quoted from the HMIS Data Manuat:

+ When a client has income, but does not know the exact amount, a “Yes" response should be recorded for both the overall income question and the specific source. and the income amount should be estimated.

* Income racaved by or on behal of a minor chi should be recorded a3 part of household income under the Head of Household, unless the federal funder i the WIS Program Specii Manual insrucs otherwse. Income should be recorded a the lientlevel for headsof
household and adult household members. Projects may choose to collect this information for all household members including minor chikiren, as long as this does ore with porting per funder interviews
should ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of income they receive.

+ Income data should be recorded only for sources of income that are current as of the information date (L, have not been specifically terminated). As an example, i a client's employment has been terminated and the client has not yet secured additional employment, the response

CASE MANAGEMENT for Earmed income would be “No.* As a further example, if a client's most recent paycheck was 2 weeks ago from a job in which the client was working full time for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an hour, record the income from the
[ Yemrs— job the client has at the time data are collected (., 20 hours at $12.00 an houn).
» B ot Coent
» &4 Family Meroers
» B Assessmerts  Default Last Assessmont |
1 tvotments
» L Servkces Assesiment Active
o Case Notes
O feam vinnd Assessment Date:* (0910172014 7
Income from Any Source:* [Yos v
Non-Cash Benefits from Any Source:* [Yen v|e
Expenses: |- SELECT — e
Income
‘Monthl,
n] Type “’"""“"" - s
T
Self Employment
Unemployment Insurance
Other Pension
Supplemental Security Income
Social Securty Disability Income
Retirement (Social Security)
Veteran's Pension
Veteran's Disability Payment
TANF
) Count/Total Monthly Income: 0 5000 hi

Definitions of Sources of Income
+ Earned Income - Employment income

¢ Self-Employment - Income earned by individual who work for themselves

¢ Unemployment Insurance - Unemployment benefits from the State

Worker’s Compensation - Income for an individual who has been injured on the job
¢ Other Pension - Cash payment made from a private employer

¢ Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

* Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

* Retirement (Social Security) - Income payment provided by government for individuals who qualify
e Veteran's Pension - Cash payment made by the Department of Veteran’s Affairs

* VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

* VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially gainful
occupation.

e TANF -Temporary Assistance for Needy Families
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Definitions of Sources of Income

e Child Support - Income received from one parent to another to care for children

e Other Income - Any income not previously listed

Earned Income.

Self Employment
& Gt = Unemployment Insurance
> @t et (m] Other Pension
» &AL Farmiy Vemoers (=] Supplemental Security Income
> Assessments. m] Social Security Disability Income
3 Evotments [m] Retirement (Social Security)
> Psewens =) Veteran's pension
i,
O poused worktiows

(m] TANF
(m] Child Support
(m} Other Income:
Count/Total Monthly Income: 1 $800.00

Monthly
Amount &

(=] MEDICAID
m} MEDICARE
special supplemental Nutrtion Program for Women, Infants, and Children
Veteran's Administration Medical Services
TANF Child Care Services
Section 8, Public Housing, or Other Rental Assistance
Other Source

Count/Total Monthly Income: 1 522000

Definitions of Non-Cash Benefits

® Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

* Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

¢ TANF Child Care Services - Child care funding assistance

e Other TANF Funded Services

e Section 8, Public Housing or Other Rental Assistance - Low- and moderate-income housing
subsidized by the federal Department of Housing and Urban Development.

o Temporary Rental Assistance (RRH) - ESG rental assistance

e Other Source - Any source not previously listed above.
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Adult Education

Complete the required

JiClientTrack
Intake

information on the Adult
Education Assessment. An
education assessment will be
prompted for each adult and
child in the household. Click
“Save” to continue in the
workflow.

The Adult Education will

R

Indicate if the client is enrolled in an education o training program or working toward a degree at the time of assessment. Indicate if the client has completed vocational training of received|

diploma or above, select the secondary education degree(s) the client has earmed.

Assessment Date:

Currently in School / Working on Degree:*
Recoived Vocational Training/Apprenticeship :*
Highest Grade Completed :*

+ izt

Sacondary Education :*

[[Defaut Chenrs Lost Assessment w |

conclude the workflow for your client unless there are additional household members to enroll. If
you have additional household members to enroll, you will be prompted through the required
assessments for each adult and child in the household. The assessments may vary depending on the
data requirements for your specific project. The assessments required for adults will look the same
as those outlined for the head of household. The assessments for children will look differently and
are previewed in the next section of this manual.

HMIS Universal Data Assessment for Child

Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice

that the child’s assessment does not require as much information as the adult’s assessment. Click “Save”

when finished with the assessment to continue in the workflow.

Assessment Date:

Age at Assessment:

Housing Status:

=it a client had an

0
=]

Type' &
[~ SELECT -

[ @0 Add tines |[~1)

Assessment Type:*
Assessor®
Program:®
In Permanent Housing:*

Health Insurance:

Default Clients Last Assessment @

[0s/0172014 [7)
5

[Entry

[Autumn Gale
[My Fako Organization (ESGS - R10)
[No
[Catogory 1 - Homaiess

v]

| “

Health Insurance - Please indicate whether or not the client is covered by health insurance. If 50, you will be able to record heaith insurance sources for the client.

10 longer has it. Please enter an end date and update the status appropriately.

Status® & Reason No ® &
[-SELECT- V]
N/A

15 Primary =

 Copy Head of Family Insurance Sources |

End Date &

m

Start Date &
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HMIS Barriers Assessment for Child

e e Complete any barrier
| Providers |

Home Clients

0% /i 5} Gotdatods Ehpre T information for the child
€ Weories

Use this form to identify whether 2 client has each individual barrier or not. You may, optionally, click View Barrier History to review previous bariers.

you are enrolling. If no

barriers are present at
enrollment, click “Save &

Assessment Active

» . .
Case aGENENT ot Lo Pssesament Close” without changing
@ Cient Dashboard Screen:= [HMIS Barriers v .
> & s cien barriers.
e Help Barrier Receiving Services /  Condition is Pocumentation of the
> (5 Assessments O Barrier - 2 2 disability and severity on  How Confirmed @ &
o Present? a Treatment a Indefinite a
IS Enroliments | file &
) Services | Alcohol Abuse @ [~ SELECT - v
| G
= = v
O Paused Worovs - Disabitty © |[-SEEcT
O Drug Abuse @ [-SELECT— v
(m] HIV/AIDS @ [-SELECT— v
O Mental Health @ [~ SELECT — v
[m) Physical Disability @ [~ SELECT —- v
O Chmrﬂc Health T SELECT = v}
‘Condition
0

Child Education Assessment

Enter the “Highest Grade
Completed” for the child, and then
select if the child is “Currently
Enrolled in School.” The built in

f the child is enrolled, select the nd enter the

Assessment Date+ (0810172014 [
® coa casroowy Highest Grade Complatad: [Nursary School 1o 4th Grade v/

1 3 ) & it et Cument Enrollment status -+ ® Yes
logic may require additional R e
information depending on how you e T —
. o N s Scrociname.  [Wikars Elemeriay |
answer the questions. Click “Save O s il Tl — :

when completed.

Completing the Intake Workflow

-
= X § 28 o s B (" Once you have completed the required entry

assessments for your client and household members,

fou're done!

| required steps have been completed.

you will be prompted to “Finish” the workflow. If the

+ Finish
Je——

-------- workflow is complete then click “Finish.” You will then
be directed back to the head of household’s client
record and you can see the new enrollment under

" — “Enrollments” on the client record.

> 3 Services

Il Case Mates.

SRS If you need to go back and change information entered

in the workflow prior to finishing, you can click on the
specific section of the workflow you wish to return to in the workflow window that appears in the upper
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left-hand corner of the client record (outlined in red). Clicking on the link beside the blue checkmark will
take you to that specific section of the workflow where you can edit information.

Pausing a Workflow

Aatumn Gae

You may also “Pause” a workflow by clicking | Jiciientirack | e o o

on the pause button located in upper right- Eﬁ‘“ | A L

hand corner of the workflow window beside | o | S e o e
the black “X.” The black “X” will delete the ~ [&mmn ey

workflow. The pause feature will allow you to |52

pause the workflow at any time so you can || @ p— ey

return to it later. e

[ Delete Paused Worktlow

To resume a paused workflow, click on
“Paused Workflows” at the bottom of the list of case management tools located on the left-hand side of the
client record. Then click on the blue play button beside your paused workflow to select “Resume” in the
drop down. This will take you to where you paused the workflow and you can finish your program
enrollment.

Unique Program Requirements at Entry

There are variations in data requirements for different program enrollments. Below are screenshots of
program enrollments and their unique requirements during the Intake workflow for the following

programs:
1. SSVF
2. PATH
3. HOPWA

1. SUPPORTIVE SERVICES FOR VETERAN FAMILIES (SSVF) ENROLLMENT

In addition to the previous assessments outlined earlier in this manual, the SSVF enrollment will require
you to document a client’s eligibility for the PATH program on the “Program Enrollment” screen of the

workflow. All fields with an asterisk * are required fields.

Program:* My Fake Organization (SSVF - R10) #

Case Manager: |Autumn Gale 4

Household - Excerpt from the HMIS Data Standords Manuol *A 9l or a group of persons who apply together to a continuum project for assistance and who live together in one dwelling unit (or, for persons who are not housed, who would live togethet in one

«|dwelling unit if they were housed).”
© clert Owrtows (] Name a Gender a  Age  Enroliment Date »  Relationship - o DatePATH - - PATH &
> B 7 v 34 o3aona 7] iaovaons = S o 3 [Clat v g o PATH ]
>4 teny Momter ¥ |locks, Goldie  Female |5 120032014 T3] [Davghter v
» (2D Asvessments 3
e Ervoliments
* ) services.
) Case Notes.
O Pused Workdiom.
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The SSVF project enrollment will also require you to complete the Annual Median Income (AMI) for the
client with the drop down provided. “Address Prior to Entry” will also be required to proceed in the

workflow.

Default Clients Last Assessment &
Assessment Oate:* (120372014 [
Ageat Assessment: 34
Assossment Type:* [Entry v
Agsessor:*  |Autumn Gale -
Program:* My Fake Organization (SSVF - R10) v
> Assessments Housing Status:* [Category 1 - Homeleas - v
13 trvciments Mousehold Income as a Percentage of ML+ [Les than 30% V|
'3”"‘ Cllent Location - Select or enter the CoC code assigned to the geographic area where the head of household is staying at the time of project entry. Client location will be defaulted to the program's CoC within a workfiow.
CaseNotes
O Pused Worom Filter Client Location (Coc) by State:  [indiana v

Cliant Location:* [Indiana Balance of State v]
Prior Residence - Identify the type of residence and length of stay at that prior to (ie, admission.
Residence Prior to Program Entry:* [Place not meant for habitation (0. . a vehicle, an abandoned bullding, way station/airport o anywher outside) V| %

Length Of Stay:+ [More than one week_ but less than one month |

(Address Prior to Entry - Address prior to entry is required by the VA and should be collected for programs funded by VA grants (e.. SSVF). Use the fields in this section to record the street address, city, state, and 2IP code of the apartment, room, or house where the client last lived for
190 days or more, Addresses of emergency shelters should NOT be recorded here.
Address Prior To Entry Quality:* [Incomplete or estimated address reported V|
Address:
Address 2:
City, State, Zip Code:

Indianapotis JiN | 46208

Length of Time on Street, in an Emergency Shelter, or Safe Haven - Data in this section are used, along with disabling condition, 1o determine whether of not a client is chronically homeless. Hover over the help icon 1o see instructions from the HMIS Data Manual for each of these

-

2. PROJECTS FOR ASSISTANCE IN TRANSITION FROM HOMELESSNESS (PATH)

ENROLLMENT

To manage your PATH program and clients in ClientTrack, be sure to log into the “2014 IHCDA HMIS:
Street Outreach” workgroup. In addition to the entry assessments outlined earlier in this manual, the
PATH project enrollment will require you to document the “Date of Engagement,” “Date PATH Status
Determined” and if the client became enrolled in PATH. Before completing the Intake workflow, you will
also be required to document your PATH contact information as seen below.

3 | select the Program you are enrolling the client into, ClientTrack will display a list of clients in the chent's family. Please select all the client you are enrolling.

Program:* My Fake Organization Stroet Outreach (PATH-R10) v @
Cose Manager: [Autumn Gole 4 @

[Household - Excerpt from the HMIS Dota Standards Manual *A household is a single individual or a group of persons who apply together to a continuum project for assistance and who live together in one dwelling unit (or, for persons who are not housed, who would ive together in one
« | dwelling unit i they were housed)."

Oate of Engagement 4 Date PATH Status Determined a

Chent - Reason -

¥ Name o Gender +  Age & Envoliment Date a  Relationship to Head of Household® &
7 5 v
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3. HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS (HOPWA) ENROLLMENT

In addition to the entry assessments outlined earlier in this manual, for a HOPWA project enrollment you
will be required to complete a “Medical Assistance Assessment” as seen below.

~ Welcome Autumn Gale (Training)

);(CI ientTrack Home | Clients

SShi 123456789
Intake i X&;:ﬁ Jack Beanstalk Birth Date: 17171980
¥ @ Jack Beanstalk © Clertils . 549507

The medical assistance assessment is primarily used to determine whether HIV positive clients are accessing medical assistance benefits for which they may be eligible. Medical assistance data is
required for clients with HIV/AIDS who are enrclled in a HOPWA-funded program.

Assessment Active

Assessment Dater* | 12/06/2014 [T

Medical Assistance Type & Status® & Reason No (if applicable) &

o
CASE MANAGEMENT Receiving Public HIV/AIDS Medical Assistance I Applied. decision pending
D) Clent Dashooar Receiving AIDS Drug Assistance Program (ADAP) | Client did not apply

> @ et Cient

+ &L Famity Members

(5 Assessments.
=

ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program
enrollment with the “Services” link located in the list of case management tools on the left-hand side of the
client record. This will open the Services window where you can “Add New” services or manage current
services.

—
\ oL ‘Weicome Autumn Gale
).CluentTrack Home  Clients

B ) - SN s
‘;i:‘?.,,.e u %) Jack Beanstalc 1 o 1755 [N
O intake B8 i

CASE MANAGEMENT 4 The client's service history displays below. To record a service, click Add New. To record [ 3 To edit o view , click Edit next to the record.

2 Clent Dashboars

i

& Faay Menbers

» P Assessments

@ Add New | | @ Quick Services

cords found
l Date = Service & Units & § Total  Organization a

v sees 0

1 ik Sevices
1] Stancard Intaie.
p—

O Paused Workfiows.

To document a new services, click on “Add New.” You will see the Services home screen where you select
the enrollment associated with the service and the service provided. You can also enter units (1.00 unit =
one hour of case management or a bus pass) to track costs. The comments section can be used for
reminders; however, this is not the area to write case notes. Case Notes will be covered later in the manual.
Please note that services can be tailored to your organization’s needs. If a service does not appear in your
agency’s options, contact the help desk to request that it be added.
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. Weicome Autumn Gale (Training)
)( . :
iClientTrack Home Cllents | Providers
TR
(P Search Menu ﬁ v aﬁ Birth Date: 1/1/1960
& FraClent ClentD: 549507
O intake
‘CASE MANAGEMENT « | Enter the information about the service provided to the client below.
@ crent Dashboara
» & et tent
» 8, Famity Merobers
Sy Family Income: [
» 9 assassments
CEErs Famiy Members | 2 |
TP | Poverty Lo
©) Quiesenees
ST Enroliment;~ [09/01/2014 - My Fake Organization (ESGS - R10) V]
& coseiotes Grant: [~ SELECT v
D Paused Workfiows Service:* |ESG - Rental Assistance V] Location: [My Fake Organization V'
Date:* [12/02/2014 [T
Units:® 1.00
Unit Value:* $550.00
Total:  $550.00
User Rerforming the Service:  [Autumn Gale =N
Comments: [Check No. 1234] A
V|

When you are finished documenting a service, click on the “Save” button and you will be taken back to the
Services home screen where you can edit or delete a service you created.

Quick Services

When you need to add more than one service and the services were provided on the same date, you can use
the “Quick Services” option to document all of the services at the same time. The “Quick Services” button
is located beside the “Add New” button on the Services home screen. With this feature you can add
multiple services to a client record at one time by selecting the “Enrollment” and checking the services
with the “Check Box” next to the service you provided. If you need services added to the list of options,
contact the HMIS Help Desk and a technician can customize that information for your agency.

(P search menu - 0 (BT ‘
K 1 %) Jack Beanstalic " oae |1
O inteier - k‘
CASE « use list to filte services available. You may also fiter senvices available by Grant and/or Provider.  Select the services the client ived and verify
) Ciert Doshbosra
» i et lent
i) T N
2 —n Famdy Income:
D:“‘ No Recerd Income
o ka Family Members: | 2
QD Qs Semvices Poverty Levet | $1226.00
2| sanwa ke
..E-m_ Daterr [12/0272014 71
D Pauses wordiows Grant: [~ SELECT — v
Pravider Name: Q,

Enrollment:* | 09/01/2014 - My Fake Organization (ESGS - R10) Vl
User Performing the Semvceis):  [Autumn Gale

Location: My Fake Organization |

() Service* - Unit Type &

Units* & Unit Valug® & Total « Help &

1.00 $22.00

Once you are finished adding multiple services click on the “Save & Close” button and you will return to
the Services home screen where you can view and manage services.
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CASE NOTES

Timely and robust case notes assist you and other case managers at your organization in serving your

clients. Itis extremely important that meetings, calls and other relevant information regarding your client
are properly documented in case notes.

To add case notes, click on the “Case Notes” link in the list of case management tools on the left-hand side
of the screen. Click on the “Add New” button on the upper right-hand side of the screen. Any case notes
created for a client are restricted to case managers within your organization. No one outside of your
agency can view your case notes.

. Vieicome Autumin Gaie | al " -
JiclientTrack [ vame coors | roaten | Jiv.13
T seart e ) - S e
E=2a A0 ks e S E—
D intsee 0
CASE MANAGEMENT | The client's case istory displays below. To create a
[rm—

. click Add New. To view o edit 3 case note, click Edit Case Note next to the record. To preview and print case notes, check the Print box next to ane or more case notes, and then click Print Selected.

» & concien
88 Fammay Waemoars @ Add New | | print Selected
3 hssessmns

bt records found.

BT Date ¥ Regarding « User ‘Organzation - Print (] &
v G senies 7

& Guick Senvces

=]

An example of a case note is below. Templates can also be set up for housing plans or any other specific
required documentation so it can easily be drafted as a case note. Notify the help desk with any template

requests.
. Weicome Aulumn Gale j'
JiclientTrack [ ema | crens ]
m——rr— )] - 123-43-6709 -
T 4 e e —1
D insee i )
CASE MANAGEMENT «| Completa case note Entry Date. Verify the User recording the note. Enter a brief ttle or description for the note in Regarding. Complete the case note in the text editor field. f Read Only is checked, no one wil be able to delete or adit the case nota unless the read only checkbox has
e been unchacked.
» & eoncuent
ik pamiy weeroers Entry Dates+ (120022014 7]
* 5 rasesmarts User:  [Autumn Gale
12 votmers Regarding:* [McKinney-Vento Lisison Contact
¥ L Services Template: [Option not In the st v/
1 G Services
®| Stangard intake L]
o Case Niotes % Case Note
O pousen Woridions

Client Name: Jack Beanstalk

Contacted the y
liaison ta assist with school uniforms and supplies,

P for the client’s child to get to and from school. The child will be picked up at the apartment complex at 7:15 am and dropped off at the same location at 3:00 pm on school days. We are working with the

' Dasign | €3 HTML O Preview

ReadOnly: [

Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can use
the blue play button beside the case note to:

e View Case Note

e« Edit Case Note

Page 26 : Updated March 2015




CLIENTTRACK USER MANUAL

)_' Wieicome Aulumn Gae (Training) Settings | WP SignOut Yrv.as
iClientTrack Home  Clients ad
(R search Menu Y A SN 123456700
G A ] Jack Besratalk e 10 [ ol
O ntake. 0
CASE MANAGEMENT « | The client's casa note history displays below, To create a new case note, click Add New. To view or edit a case note, click Edit Case Note nest ta the record, Ta preview and print case notes, check the Print box next to one or more case notes, and then click Print Selected.
® Cient Disnbewr
» & woncunt
Bl ramity veroers W Add New | | Print Selected
L Aessmerts
" recard found:
= brotors Date = Regarding a User & Organization a Print[] &
¥ 3 Servces
JQm Q 12/0272014 MeKinney-Vento Liaison Contact Autumn Gale My Fake Organization (]
#) stangard ke I RETEELES
el Cose Notes [ edit Case Note
o L

You can also select case notes to print by clicking on the “Print” box located in the far column and clicking

on the “Print Selected” button beside the “Add New” button. This will print all of the “checked” case notes.

UPDATE/ANNUAL ASSESSMENT

For clients who spend longer periods of time in your program or to document any changes in your client’s
status since entry, you can conduct an “Update/Annual Assessment” formerly known as the During
Program Enrollment Assessment. This assessment is required if clients are enrolled in your program for a
year or longer, and some programs like SSVF require more frequent assessments so be sure to check your
program requirements for the Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household - for example
a client gets a job and the income changes, a client receives his/her GED, or a baby is born and needs to be
added to the household and enrollment. For your convenience, the assessment has been developed as a
workflow with the following steps:

e Click on the blue play button beside your program enrollment;
e Select “Update/Annual Assessment” from the drop down list; and

e Complete the required assessments prompted by the workflow and save as you go.

‘Weicome Autur Gaie (Training} Semogs | Hew | sonout

(P search Menu ) .
4 Fia Ciert
O e
(CASE MANAGEMENT
) Clent Dashboar
MAMET Baanstalk. Jack Birth Date: 471960 Ager 4
» @ Ko
'+ &8 Famity emoers Gender: Disabling Veteran:
3 hssessmerts Male CondRion: o ves
3 Evolments
* 3 Services. .
9 Ethnicity:  pyon. Hispanic/Lating RACE  \yhite
lal Case Motes
O pauses Workflons.
Encoliment case Last Assessment
i Enroll Date Exit Date Qrganization e Envoll ID Exit I
& current
My Fake Organization (ESGS - R10) 2 09/01/2014 My Fake i 09/01/2014 1585483

[§3 edit Envoliment worklow
& add Family Member
[ o view Case Members
[ Review Entry Assessments

End Date Enraliment

My Fake Organization (ESGS - R10)

@ Update/Annual Assessment

it the Enrallment § Total Organization

$550.00 My Fake Organization
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The first screen you will be taken to will review the household members and the enrollment. Click “Save”

or “No Changes” in the bottom right-hand corner to continue in the workflow.

cli i Jiv.13
)ACllentTrack Cllents " i v.
Annual Assessment nxi\'aum B e (RAES
board b [ HL
Select the Program you are enrolling the client into. ClientTrack will display a list of chients in the client's family. Please select all the client you are enrolling,

Program:* My Fake Organization (ESGS - R10)
Case Manager: |Autumn Gale g

Household - Excerpt from the HMIS Data Standards Manual *A household is a single individual or a group of persons who apply together to a continuum project for assistance and whao live together in one dwelling unit (or, for persons who are not housed, who would ive together in one
dwelling unit i they were housed).”

Relationship to Head of Household”

Age &

(CASE MANAGEMENT
® Ciert Dasnbows
» &t Crent
> &4 ramiy Meoers
> 3 Assessmerts
1 Evomments
> sencer
o Case Notes
o

HMIS Universal Data Assessment

You will then review the head of household’s universal data where you can document any changes. Please

note that you can change the assessment date at the top of the screen to reflect the actual date of the

assessment if done at another time.

ChertiD

Annwal Assessment 4K A ¥ ) dnck Boanstalk m..%m"‘

Complete the information below related 0 the selected client’s housing status and other relevant information.

Default Clionts Last Assessment &

Assessment Date:* 117202014 7]
Age at Assessment: 34

Assessment Type:* [Our yram Enoliment v

® Cient Dasroowd
» & oo Assessor: X
» &k Farmity Wermoers Program: ESGS - R10) v
L9 hssessmerts In Permanent Housing:*
K Evoaments Date of Move-in:*
.3 el Cllent Location - Select or enter the CoC code assigned to the geographic area where the head of household is staying at the time of project entry. Client location will be defaulted to the program’s CoC within a workflow.
O Pused wortiows Filter Client Location (CoC) by State:  [ndiana V]
Client Location:* [Indiana Balance of State v

Health Insurance - Please indicate whether or not the client is covered by health insurance. If 50, you will be able to record health insurance sources for the client.
Mealth insurance:*  [KES u

Note on Existing Sources - I a client had an insurance source but no longer has it Please enter an end date and update the status appropriately.

0 Type* o Is Primary « Status® - Reason No % a Start Date a End Date o
VIR [Medcaia 2 - [hove | §] | | w
O [osacr- v [ZSEEcT—v] =] o

Yes
| g add unes | [ 1]
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HMIS Barriers Assessment
Review the HMIS Barriers and
make any changes necessary. You

may use the “Default Last

» f
Assessment” button at the top of — S T
. @ Clent Dashiooard Screane [FMIS Barrlars v
the screen if the data that was » §acen
:gm o Help Barrier Receiving Services;  Condition is pocumentaton of the a
entered on the last assessment has e ; i kg s/ Condeoni Sty st o e
> e w“ @ |- SELECT - )
remained the same. This is a D |7 S e [smE—
0 Drug Abuse @ [~ SELECT-- v
helpful feature if an assessment D ot g pEE—)
) ) . [m] Physical Disability @ [~ SELECT—  ~]
requires significant data entry. It Rl I o
0
will populate all of the

information previously entered for you. If no barriers are present, click “Save & Close” to move forward in

the workflow.

Financial Assessment

Review the Financial information for the head of household and document any changes to the household

income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when finished.

ly . nan-cash benefits and expenses.
The following instructions are quoted from the HMIS Data Manual:

+ When a client has income, but does not know the exact amount, a “Yes" response should be recorded for both the overall income question and the specific source, and the income amount should be estimated.

* Income recived by of on behalfof  minor child should be recorded a3 part of household income under te Head of Househald,uniess th federal funder in the HMIS Program Specific Manual insructs atherwise. Income should be recorded at the cient-leve for heads of
household and members. llect this information for all household members including minor children, as long as this does funder gh interviews
should ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of income they receive.

+ Income data should be recorded only for sources of income that are current as of the information date (L. have not been specifically terminated). As an example, if a client's employment has been terminated and the client has not yet secured additional employment, the response
for Eamed income would be “No.* As a further example, if a client's most recent paycheck was 2 weeks ago from a job in which the client was working full time for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an hour, record the income from the

@ Ciert Dasttons job the client has at the time data are collected (e, 20 hours at $12.00 an hour).
» & st cient
88 Famiy Members
.
1 Evotments
» B savis Assessment Active
a Case Notes
O Pausea Worions Assessment Oate:+ (11202014 7
Income from Any Source:* [Yes _____ v|®
Non-Cash Benefits from Any Source: s v|®
Expenses: [M d
Income.
; i omcrpon» e
2 .
o Self Employment
[w] Unemployment Insurance
[u} Other Pension
[m] Supplemental Security Income
=} Social Security Disability Income @
o Retirement (Social Security)
=] Veteran's Pension
u] Veteran's Disability Payment
[w] TANF
= Count/Total Monthly Income: 1 $800.00
i Save and Close
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Self Employment
Unemployment Insurance
Other Pension
CASE MANAGEMENT b (] Supplemental Security Income
. ::"‘:m (m} ‘Social Security Disability Income
g nn:.'w (] Retirement (Social Security)
» & Nescunerts (=) Veteran's Pension
3 Evoments =} Veteran's Disability Payment
> senkes =) TANF
) Case Notes [m] Child Support
O Pauses Workfiows. m] Other Income
Count/Total Monthly Income: 1 $800.00
Non Cash Benefits
Description & ‘mMomhly
SNAP $220 00
] MEDICAID
C MEDICARE
[ special Supplemental Nutrition Program for Women, Infants. and Children
0 Veteran's Administration Medical Services
[ TANF Child Care Services
[ Section 8, Public Housing, of Other Rental Assistance
o Other Source
Count/Total Monthly Income: 1 $22000
o Save and Close
Adult Education Assessment
Complete the Adult Education Ted
Annual Assessment X & o
Assessment. Remember that all P A o S £ L
v
ﬁelds Wlth an aSteI'iSk k are Y l;:hiz"t;r;ﬂ;;:n;;m:;:;:;n;nw:l;mﬁ;;r;zvm:mr::m?mld!qminhlhmc:ﬁlnsmum. Indicate if the client has completed vocational training o receivg
required. The “Default Client’s
 Education #
Last Assessment” will populate Amemert A
Assessment Date: * (11/20/201 «”'
1 1 1 Currently in School / Working on Degree:* [No 2
information from the previous I cctend el sanbunenss; [_H
= CASE MANAGEMENT - est Grade Com ) igh SC ma
assessment completed and is $ormss i
. . . . > Seorcen Secondry Ccaton+ ORIy
helpful if the client’s information | % s \
. Envoliments Dectorate vi
has not changed. Click “Save” e S
i Case Notes
when finished. bt ortens
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HMIS Universal Data Assessment for Child

After completing all of the updated assessments for the head of household, you will be prompted through
the assessments for all enrolled household members. The adult assessments will look like the head of
household’s assessments. The Update/Annual Assessment will look differently for children.

[ Dofauit Clont's Last Assessmont w |
Assessment Date:+ 12032014 75
Age at Assessment: 5
[ Yo — Assessment Type:* [During Program Enroliment v
v D\
» @ et et Assessor* [Autumn Gale
» A Famiy Members program:+ My Fake Organization (ESGS - R10] v
> P Assessments In Permanent Housing:* [No Vi
;"""" Health Insurance - Please indicate whether or not the client is covered by health insurance, If 5o, you will be able to record health insurance sources for the client.
> erices
i Case Notes: MHealth insurance:* [Yes v
2 @ Copy Head of Family Insurance Sources
Note on aclient had an but no longer has it Please enter an end date and update the status appropriately.
u] Type* a s Primary & Status® a Reason No® a Start Date & End Date &
Medicaid v o [Acive | | (X ] | O
(8] |- SELECT - v| (o] - SELECT - | = huc
Yes
| @add Lines |[ 1)

HMIS Barriers Assessment for Child

Complete the Barriers Assessment
for the child. If no barriers are
reported, click “Save & Close” to
continue in the workflow.

CASE MANAGEMENT
[ pr— Screance [HMIS Barrors v/

» & nom

» 844 Vamiy Members

e T—

Documentation of the
Help Barrier Recaning Services /  Condition is
Barrier - N = - N disability and sevarity on  How Confirmed % &
& Present?” Treatment Indefinite file
» L servces AlcoholAbuse @ [~ SELECT-  v| I
) Case Moctes. Developmental ST e—
[ieabily @ [-SELEcT v

O Puased Wiarnows
Drug Abuse o [~ -
HIV/MIDS o [~ -

Mental Health @ [~ - v

Physical Disabilty @ [~ SELECT— |

Chromic Health
Condition [-SELECT-

|

v
v

i

|

0
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Child Education Assessment

WX 4w &) Qoldie Locks 1160 T85!

Enter the “Highest Grade
Completed” for the child,
and then select if the child is
“Currently Enrolled in
School.” The built in logic

ClenD 949508

ype of school and enter the f the child is not enrolled, anter

Assessment Date:+ 120032014 75

Highest Grade Completed:* [Mursary School o dih Grade ~| may require additional
Current Enrollment Status :* :': ::) ) i .
Q dor rom information depending on
 of School Public Sch “
rys:m;usn:m‘ }w‘:m-:mﬂ:-mq hOW you answer the
‘onnected with McKinney-Vento School Liasont:  [No. v] . . « »”
e e y questions. Click “Save” when

completed.

Once you have completed the required entry assessments for | i iack | o iamesio

your client and household members, you will be prompted to
“Finish” the workflow. If the workflow is complete then click
“Finish.” You will then be directed back to the head of * Fnsin
household’s client record.

Home  Clients
Annual Assessment X g el o SR
" 1 #iE] Jack Beanstalk E‘n‘"?am s

ou're done!

| required steps have been completed.

CASE MANAGEMENT
@ Clent Dastioard

PROGRAM DISCHARGE

When a client has transitioned from you project or is no longer receiving services for any reason, you will

discharge the client from your program in ClientTrack with the following steps:

lientTrack
.

CASE MANAGEMENT
® Cient Disnbewrs
» & eoncunt
i ramy vaeroers
L Aasessmerts

1 Ervoiments
=

o Coum otes

O Poused Worklicws

Wieicome Auturm Gale )
Heme  Clients .

1 10 Jock Basntal L o

13-45-6700
Dute: 1

sassor
HAME Baanstal Jack sith Oate: 3190 nge g
Gendar: Disabling Veteran:
ale Condition: g ves
Ethnicity:  pyon. wispanic/Lating RICE e
Envoliment Case Last Assessment
i, . EnvollDate it Date Organization Ay snvoll 1D Bt D
Fake O 2 09/01/2014 Ay 1172072014 1505483
w B Eit Enroliment workflow
5 add Family Member
nal Begin Date Status ind Date Enroiment
[ View Case Members Popay
&) Review Entry ent;
d h.b Update/Annual Assessment
o it the Envollment Service Units § Total Organization
‘i ESG - Rental Assistance 1.00 $550,00 My Fake Organization

Go to the client record;

Click on the blue play button beside your project enrollment located in the center of the client
record;
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e Select “Exit the Enrollment” in the drop down list that appears after clicking on the blue play
button; and
e Complete the information prompted for through the Exit workflow and save as you go.
On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit
Reason,” and whether to “End Case Assignment.” Please note that all fields with an asterisk * are

required.

o  Welcome Autumn Gaie (Training)
)aCIiemTrack

Exit Date:*
Destination:*
Eit Reason:
Case Manager Assignment:

CASE MANAGEMENT
@ Glent Deonrs

» @ e cient
2

End Case Assignment:

HMIS Barriers at Exit

You will be required to complete
the HMIS Barriers Assessment at

exit. The built in logic may create
additional required fields. Selecta
barrier by clicking on the box

© o cuviems ronc (WIS B ] beside it if a barrier is present at
» & e cient
oy s . . e o exit. If the client has no barriers
o T e |0 CEET— click on “Save & Close” in the lower
il Case Notes 0 D_mi?pmnm @ [sEEci- v .
O P rtons T right hand corner.

(w] HIV/AIDS. @ |[-SELECT- v

[m] @ [-SELECT- V|

[u} @ [-seEcT- v

Physical Disability

v“n Vil Ves vl ves

HMIS Universal Data ,....
by — %

it

. Complete the information below related 1o the selected chent's housing status and other relevant information.
at Exit
. . . Detaull Clients Last Assessmen! @
Complete the required information i ——
« » Assessment Date:* (12032014 71)
and click “Save” to continue. Chs MAATEAT ageatassessment. 34
B et Dushoomd Assessment Type:+ [Exit v
» @ tan cuent Assassor;® |Autumn Galo
o B4k Farniy Mot pragram:* My Fake Organization (ESGS - A1) V|
» 3 Anesmerns I Permanant Housing:* (N8 |
-;w i iant is y I 50, you will be haalth for the chient.
o Ca00 Mot Haalth inwrance: *
O P Wordons Nete an ulsting Seurces - I a client had an insurance source but n longer has it. Please enter an end date and update the stalus appropriately.
(u] Type* & s Primary o Status® & Reason No % a
5 e 7] .
(=] [~ SELECT - v [*] [~ SELECT - v|
Yes
| qpaddines | [ 1]
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Financial Assessment at Exit

Complete the Financial information for the head of household at exit and document any changes to the

household income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when
finished.

| The following instructions are quoted from the HMIS Data Manual:

* When a client has income, but does not know the exact amount, # “Yes” response should be recorded for both the overall income question and the specific source, and the income amount should be rlllmﬁ'd
* Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household, unless the federal funder in the HMIS Program Specific be recorded at for heads of

household and adult household members. Projects may choose to collect this information for Incuding mincr cikdran 8 kng u s does ot eaiere whth acurate eportg per vum requirements. Projects collecting data through client interviews
should ask clients whether they receive income from each of the sources lited rather than asking them to state the sources of income they receive,

+ income data shoukd be recorded only for sources of income thatare current s of the information date (6. have not been specifically terminated). As an example. f a clients employment has been terminated and the client has not et secured additonal employment the response
for Eamed income would be “No.* As a further example, if a client's most recent paycheck was 2 weeks ago from a job in which the client was working full time for $15.00/hour but the client is currently working 20 hours per week for $12.00 an hour, record the income from the

@ Gl Dwsroonrs job the client has at the time data are collected (e, 20 hours at $12.00 an hour).
> & toicame
80 Farmiy Members
- i |
L Bvoments
>3 ncer Assessment Active
i Cave Notes
O foitid Vst Assessment Date;* (12/03/2014 )
Income from Any Source:* (Vo8 Ve
Non-Cash Benefits from Any Source:* [Yos Ve
Expanses: |- SELECT— |
Income

Monthly
Amount &

| Part-time employment |
m] Self Employment
u] Unemployment Insurance
u) Other Pension

s] Supplemental Security Income
a ‘Social Security Disability Income
u] Retirement (Social Security)

m] Veteran's Pension

u] Veteran's Disability Payment
o TANF

Definitions of Sources of Income

e Earned Income - Employment income

e Self-Employment - Income earned by individual who work for themselves

¢ Unemployment Insurance - Unemployment benefits from the State

Worker’s Compensation - Income for an individual who has been injured on the job
e Other Pension - Cash payment made from a private employer

*  Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

¢ Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

* Retirement (Social Security) - Income payment provided by government for individuals who qualify
e Veteran's Pension - Cash payment made by the Department of Veteran’s Affairs

» VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty
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Definitions of Sources of Income Continued

¢ VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially gainful
occupation.

¢ TANF -Temporary Assistance for Needy Families

e Child Support - Income received from one parent to another to care for children

e Other Income - Any income not previously listed

Monthly
Amount a

Self Employment

[
@ Otert Dorionrd [ Unemployment Insurance
» & torcent [ Other Pension
[ T v—— [ Supplemental Security Income
L Assessments [ Social Security Disability Income
L trvcuments [ Retirement (Social Security)
> servens (] Veteran's Pension
I Cane Hotes [ Veteran's Disability Payment
O Pused Worsows [ b
( Child Support
[ Other income
Count/Total Monthly income: 1 $800.00
Non-Cash Benefits
) Type Description Monthly

Amount a

MEDICAID

MEDICARE

‘Special Supplemental Nutrition Program for Women, Infants, and Children
Vateran's Administration Medical Services

[

(

[

[

a TANF Child Care Services
a

[

Section 8, Public Housing, or Other Rental Assistance
Other Source
Count/Total Monthly Income: 1 $22000

v

W Save and Close

Definitions of Non-Cash Benefits

+ Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

e Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

« TANF Child Care Services - Child care funding assistance
¢ Other TANF Funded Services

o Section 8, Public Housing or Other Rental Assistance - Low- and moderate-income housing
subsidized by the federal Department of Housing and Urban Development.

o Temporary Rental Assistance (RRH) - ESG rental assistance

e Other Source - Any source not previously listed above.
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Adult Education Assessment

Complete the Adult Education
Assessment. Remember that all

fields with an asterisk * are
required. The “Default Client’s
Last Assessment” will
populate information from the

Indicate f the client is enrolled in an education o training program or working toward a degree at the time of assessment. Indicate if the client has completed vocational training
diploma or abave, select the secondary education degrae(s) the client has eamed,

 Defauh Clients Last Assessment o

Assessment Date:* [
Currently in Sehool / Working on Degree:*
Received Vocational Training/Apprenticeship :*

Mighest Grade Completed :*

previous assessment

Secondary Fducation :+ ENGRIIIEE———— v

Ao ige a completed and is helpful if the
it & client’s information has not

changed. Click “Save” when
finished.

Exit for Child
After completing all of the exit

assessments for the head of
household, you will be prompted
through the exit assessments for all

Exit Reason:
Case Manager Assignment:  Autumn Gale %

enrolled household members. The end cas acsgnmen: 80

adult exit assessments will look like

the head of household’s assessments. The exit assessments will look differently for children.

HMIS Universal Data Assessment at Exit for Child

Complete the required information on the HMIS Universal Data Assessment at exit for the child and click
“Save” to continue.

JiclientTrack

e st e

s housing status and other relevant information.

Assessment Date:+ 121032014 7%
AgeatAssessment: 5

P - —
Assessor® [Autumn Gale
Program:* [My Fake Organization (ESGS - R10) v|
> ) Assessments In Permanent Housing:* [No Vi
S Envoments Health Insurance - Please indicate whether or not the client is covered by health insurance. If 50, you will be able to record health insurance sources for the client.
> L senices
o case ot Heaith insurance:* NN v
O Pauses wordsows | @ Copy Head of Family insurance Sources

Note on Existing Sources - If a client had an insurance source but no longer has it. Pease enter an end date and update the status appropriately.

‘U _ Typea s Primary & Status® & - Reason No # & Start Date & End Date & |
VX [Medicaia vl o) [Active vl 120012014 75 [ | il
u] [ seLeCT - v| (e} [-seLecT-v] ] | @

@ Add Lines 1
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HMIS Barriers Assessment at Exit for Child

Complete the Barriers Assessment for
the child at exit. If no barriers are
reported, click “Save & Close” to
continue in the workflow.

Dofault Last Assessmant
Screen+ [FIMIS Barmiers v

Documentation of the

ey . Help Barrier Receiving semvices /  Condition is — .
- Barier e s s o ity and sevey on  How Conimed ®
- T O et |

G Nokes

e )
pugabuse @
HIV/AIDS @ [-SEECT- ]
MentalHealth | @
Physical Disabilty | @
Chronic Health

Condition

Oooo0o ol O

[

Child Education Assessment at Exit

Enter the “Highest Grade
Completed” for the child, and

hool at the time of assessment. If the child is enrolled, select the type of school and enter the school name. If the child is not enrdf then Select if the Child iS
“Currently Enrolled in
— School.” The built in logic may
CASE MANAGEMENT « Assessment Date:*
Highest Grade Completeck* . s . .
g e et Suge Conpleed - P S e require additional information
it Cllent C OmMe
e Q o depending on how you answer
Q troamens ook . :
il M g the questions. Click “Save”
0 oot tannutzdw\lllM(Kmn?y-meS(Muluamn'ii |
Commenes: ( ~ when completed

Completing Exit Workflow

When you have completed all exit assessment for all
household members, you will be asked to finish the exit
workflow. Click “Finish” to complete the discharge for
your clients.

| Welcame Aulun Gale (Training)

JiclientTrack

CASE MANAGEMENT
& ciet Dwshoowra
» & wncuent
i ramiy Merowrs
* L3 Ausessments
| treciiments
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You will then return to the client dashboard where you can see the project exit dates now as see below. If
you have also selected “End Case Assignment” on the exit workflow, you will see that your status has
changed to “Inactive” on the client dashboard under “Case Manager Assignments.” If you forgot to click
on the box beside “End Case Assignment” during the exit workflow, you can click on the little notepad

beside your name under “Case Manager Assignments” to edit your status to “Inactive” to remove the
discharged client from your case load.

—
o Welcome Autumn Gale

).Chent'rrack Home  Chents | Providers
(P search Menu D /iR nck Bearataik Eﬁ.m. el

1y fine Cllet 34997 ‘k

O intave
CASE MANAGEMENT «

Name: Birth Date:
Beanstalk, Jack 1/1/1980
» & oo "

Gender: Disabling Veteran
» L hasessments Male Condition: gy

FUNICY:  pon:ispanic/Lating

RACE hite

Case Last Assessment
nroll it Date nizati neoll 4t 10
Mambars [ EnrouDate Exit Dat Organization ool Envoll ID it

R10) 2 09/01/2014 12/03/2014 My 12/03/2014 1595483

Case Manager Bagin Date Status

End Date Enrollment
L 5y Autumn Gale 09/01/2014 Inactive. 12/03/2014. My Fake (1SGS - R10)

Date Service

unes
. 0y, 1270272014 £5G  Rental Assistance 100 $55000 My

1 Total Organization

Unique Program Requirements at Exit

There are variations in data requirements for different program exits. Below are screenshots of the unique
discharge requirements during the exit workflow for the following programs:

1. SSVF
2. PATH
3. HOPWA

1. SSVF EXIT \

For SSVF clients being discharged, their “Date of PATH Status Determined” and their PATH enrollment
status will be required during the exit workflow on the “Enrollment Exit” screen as seen below.

» VWSO Autumn Gake (Training)
).CIientTra:k Home  Cllents | Providars
HUD Program Exit

':/L-.'ﬂmmn B owe ™

Exit Date:* il
Date of PATH Status Determined:* [12/01/2014 7]
Client bacame enrolled in pATH;* [Yas v
T Destination:+ [Permanent housing for formarly homeless parsons (such as CoG projoct, or HUD lagacy programe; or HOPWA PH]
B Cliort Dusiaard Exit Reason: |LeR for a housing apportunity before ~]
> & et Case Manager Assignment:  Autumn Gale ®
+ i iy Menter nd Case Assignments 8
> B Assements
2 erviments
» 2 sarvees

]
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2. PATH EXIT

For PATH clients being discharged, their “Date of PATH Status Determined” and their PATH enrollment
status will be required during the exit workflow on the “Enrollment Exit” screen as seen below.

Exit Date:*

[1205201 i
Date of PATH Status Determined:* [12/01/2014 T
Client became enrolled in PATH:* [You_ Vv
Destination: [Permanent housing for formerly homeless persons (such as CoC project, or HUD legacy programs, or HOPWA PH) v
Exit Reason:  [Lef for a housing opportunity before v
Case Manager Assignment:  Autumn Gale %

£nd Case Assignment: W1 %

3. HOPWA EXIT

A Housing Assessment will be required at exit for HOPWA clients as seen below.

SSM; 123456789
nstalle Birth Date: 1/1/1980
ClientiD: 549507

Date:> |12/08/2014 4]

Housing at Exit* \Meved to new housing unit |

Subsidy For New:* |[ICUS EOCIE ] v

CASE MANAGEMENT
@ Client Dashboard
> @ ot Cient
8L Family Members
» 5 Assessments
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Basic Reports

SERVICE SUMMARY REPORT ‘

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a
specific project. You can run a Service Summary Report a variety of ways to extract specific service
information from client records, for example services rendered in the Month of December or Case
Management Services provided for the year, etc. Most often the Service Summary Report is used to submit
for reimbursement.

To Run a Service Summary Report:

e Click on “Reports” found in the list of options in the bottom left-hand corner of your User Dashboard.

¢ Click on “Service Reports” found in the list of links on the left-hand side of the screen. A list of reports
should drop down after clicking on the “Service Reports” link.

e Click on “Service Summary Reports” that immediately appears under “Service Reports” with a file
folder beside it.

¢ Click on “Service Summary” that appears directly in the drop down beneath “Service Summary
Reports” after clicking on it.
e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

e Filtering by “Programs” - Select the “Program” you want to run a Service Summary for by
clicking on the name in the box. A green check mark should appear to show that you have
successfully selected a program. You can run multiple programs on the same report. Simply
select more than one “Program” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

e Selecting “Grants” - Select the “Grant” you want to run the APR for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Program(s)” you selected in the “Filter by Program(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

e Filtering by User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s) and
more - Select a variety of parameters to extract more specific service data from clients your
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organization has served. Most of these selections will allow you to select more than one option
in the box. Again, simply click on the option in the box and a green check mark will appear. To
unselect an option, click on it again and you will see the green check mark disappear.

e Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds. You can
export your report to a pdf file for email transmission or record-keeping by clicking on the pfd icon in
the upper right-hand corner of the report window.

ANNUAL PERFORMANCE REPORT (APR) ‘

The APR is a comprehensive report of your program - who you served and how you served them. It is
recommended that you run an APR often throughout the year to track missing data so that your report is
complete when it is time for the annual submission. Here are quick steps to running the report and
cleaning up missing data.

To Run an APR:
e Click on “Reports” found in the list of options in the bottom left-hand corner of your User Dashboard.

¢ Click on “HMIS Reports” found in the list of links on the left-hand side of the screen. A list of reports
should drop down after clicking on the “HMIS Reports” link.

e Select “APR for CoC Grant-Funded Programs” in the list of reports that appear in the drop down.
e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

¢ Choosing the “Grant Program” and “Grant Program Component” - Select the grant your
program is under in the drop down for “Grant Program.” This will prompt the next selection in
“Grant Program Component.” If you do not know this information, feel free to try several
selections to find the correct options for your program. You won’t break it by choosing different
options. If you do not see the correct set up information here, contact the HMIS Help Desk by
emailing HMISHelpDesk@ihcdaonline.com. Also note that “Grant Program” and “Grant
Program Component” are not required fields, so you can run the report without making these
selections, which is best done when running reports for several projects.

e Selecting “Grants” - You may see several options to choose from after selecting “Grant
Program” and “Grant Program Component.” Again, the aforementioned Grant Program and
Grant Program Component will determine the options you see in this box. Select the “Grant”
you want to run the APR for by clicking on the name in the box. A green check mark should
appear to show that you have successfully selected a grant. You can run multiple grants on the
same report. Simply select more than one “Grant” by clicking on the name in the box. Again,
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you will see the green check mark to indicate you have selected it. To unselect one, simply click
on it again and you will see the green check mark disappear.

e Clicking on “Project Type”- Select a project type with the drop down list that appears. You
may only select one “Project Type” at a time. Please note that Project Type and Program must
be selected to populate the final measurement on Q.36 of the report. You can run your report
without selecting “Project Type” and “Program,” but the measurement on the last page will not
populate data.

e Clicking on “Program(s)” - Click on the name in the box and a green check mark will appear to
show that you have successfully selected it. Multiple programs can be selected here as well like
the “Grant” parameter.

¢ Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds.

To Drill Down and Find Missing Data

After you run your report and it opens in the new window, you can click through it and see what sections of
the report show “Missing” data. To find clients who are missing data, follow these steps:

¢ Click on the blue link for that section where you are missing data, for example “Q.7 Data Quality.”
*Please note that not all sections have a link to select. You may be able to find this missing data in
another section of the report or you can contact the HMIS Help Desk for assistance.

¢ Another window will pop up with more detailed information for this section. You may be able to find
your missing data in this screen, but it may be more helpful to export it to an Excel Spreadsheet to find
the missing data in a more detailed, organized format.

e To export, click on the Excel icon with the gold spindle in the upper right-hand corner of the pop up
window. You will be asked to “Open” or “Save” the spreadsheet, select “Open” to review the data. Be
sure to clear your downloads in your Internet browser after exporting client data.

¢ You will see the word “MISSING” on the spreadsheet where clients are missing data. The columns are
labeled at the top of the spreadsheet and client names are on the far left-hand side of the spreadsheet.
You can then go to client records and complete the missing data.

To Complete or Edit Missing Data

In unusual cases, there may be a missing enrollment ID for an entry or exit of a client. You can complete the
entry and/or exit assessments after an HMIS technician has set up the master assessment. If you need
assistance with setting up the master assessment, contact the HMIS Help Desk at
HMISHelpDesk@ihcdaonline.com. Follow these steps to complete missing data on the assessments:
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4 Previous.

Go to the client’s record who is missing the assessments. T 5

Click on the blue play button found on the client dashboard
under “[Client Name] Enrollments” located centrally on the

B View Case Members

2 o8z272013

e Re Enter the Enroliment

3 (3 it enoliment 1 01672013

® cace summary sepos
Bagin Date Status

10/05/2013
0a/18/2013
oa212013

ient’ R — e — .
client’s record. 7 B review x Asessmenns osnsams = o
. _ ' e e et | s e -
Select “Review Entry Assessments” or “Review Exit =
Assessments” (depending on which one you need to complete) in the drop Assessment Finiched
down list % Hmis Universal Data
[ Lega
Complete the required entry or exit assessments by clicking on the little "2 Transportation
notepad beside each assessment. [ chronic Homelessness
. . | & HMIJBarriers
Save as you edit or complete assessments by scrolling down on the tic\.l'iulencz
assessment screen and clicking on “Save.” Serntial

Blue check marks will appear after the assessment is completed.

% employment (Adult Orly)
% adutt €ducation

W Child Education

r_? Health

r_? Veteran Assessment (Adult Only)

LA N VL L S L A NN

CONSOLIDATED ANNUAL PERFORMANCE AND EVALUATION REPORT (CAPER) ‘

The CAPER is a comprehensive report of your ESG program - who you served and how you served them.

Here are quick steps to running the report and viewing the data:

To Run a CAPER

Click on “Reports” found in the list of options in the bottom left-hand corner of your user dashboard.

Click on “HMIS Reports” found in the list of links in the upper left-hand corner of the screen. A list of
reports should drop down after clicking on the “HMIS Reports” link.

Select “Emergency Solutions Grant (ESG) CAPER” in the list of reports that appear in the drop

downs.

Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)

Completing the date range - There are a couple of options for setting the date range. You
can select from the “Predefined Date Range,” though this may not provide you the exact
dates you need. You can fill in the dates found below this labeled “Begin Date.” The first
date box is the beginning date and the second date box is the ending date, for example,
01/01/2014 and 12/31/2014 will give me all of the clients in the program for the entire
year of 2014.

Choosing the “Reporting Period Criteria” - There are two options from which to choose.
It is defaulted at “Include Program Participants Based Only on the Date Range
Provided.” This is the option you need. This will include clients who were enrolled in your
program during the date range you specified.

Selecting “ESG Grants” - Click on “Filter by ESG Grants” and a small black check mark
will appear as well as a list of options to choose from below. Select your grant by clicking on
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itand a green check mark will appear to indicate it has been selected. You may choose
multiple grants by clicking on more than one. To unselect one, simply click on it again and
the green check mark will disappear.

e Clicking on “Programs” - Click on “Filter by Programs” to select your program and a
small black check mark will appear as well as a list of options to choose from below. To
select a program, click on the name in the box and a green check mark will appear to show
that you have successfully selected it. Multiple programs can be selected here as well.

¢ Click on the “Report” button found on the bottom right-hand side of the screen. This will begin running
your report. You should see your report pop up in a new window within seconds.

e Click on the small [+| beside the text where present and it will provide client information for that
specific definition.

¢ You can export this report to a PDF file or Excel file by clicking on the appropriate icon in the upper
right-hand corner of the pop up window where you see the report.
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